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YRd G¥PR/ GOVERNMENT OF INDIA

fa=1 ¥=TeTa/ MINISTRY OF FINANCE

I fAUT/ DEPARTMENT OF REVENUE

IETT T Yo, ST HY Td AR pIeHl/

NATIONAL ACADEMY OF CUSTOMS, INDIRECT TAXES & NARCOTICS

' UfR¥R/ ZONAL CAMPUS

3U9 ¥ 9@ .89 .1 W& /34 & 4t FLOOR, MT PLAZA

PAI-P ST AT ,HIU/KALOOR- KADAVANTHRA ROAD, COCHIN-682 017
3Hd/e-mail id: examnacin.cochin@gov.in

Wi/ Telephone: 0484-4868311

File No.NACIN/11/12/9/2025-ADMN

Har #

A T AT AGFd/HET Fd AT qeh

Tl YT HET HYFA/HET IGFd T X T Hard 3G Yoeh
T TUTA HETToIe 2Th/HETTeIe 2Th

g 9T 3R AgIfAcerR/ATARFT Agifacers

sl geTe I/ AT Yoh

T JUIT IYFA/ITIFT ParT IR TT G 316 AYoh

To

All Principal Chief Commissioners/ Chief Commissioners of Customs

All Principal Chief Commissioners / Chief Commissioners of Central Tax & Central Excise
All Principal Director Generals / Director Generals

All Principal Additional Director Generals/ Additional Director Generals

All Principal Commissioners / Commissioners of Customs

All Principal Commissioners / Commissioners of Central Tax & Central Excise

AgICT/AGICT,

Sir/Madam,
fawa: ST R, F 3cure Yoo AR WAT Yok & W TETH & U5 § FRGAT

HEIHT & IS H UgledATd & ToIT 17/09/2025 - 19/09/2025 deh TSI T
STl dTell Uglealiad IU8T & T9Y #H|

Sub: Promotion Examination of Tax Assistant of Central Tax, Central Excise and
Customs to the grade of Executive Assistant, to be held from 17/09/2025 -
19/09/2025 - Reg.

1. & GeH & A5 A FRASN WeH & A5 #A deleatid & v faamha w@eafa oer
17/09/2025 — 19/09/2025 o =rer &1 IS FHIWAT & AR AT FA HT Feda g

The Departmental Promotion Examination for promotion from the grade of Tax
Assistants to the grade of Executive Assistants is proposed to be conducted from
17/09/2025 - 19/09/2025 as per the timelines given below.



NACIN/11/12/9/2025-ADMN-O/0 ADG-NACIN-ZC-COCHIN

Page 2 of 7
SRIETOT el EaRT AR 3R TR 01/08/2025
HH-age HI Tdavor Al & 3ifan Ay
Last date for sending nominations and exam
coordinator’s details by the formations
17/09/2025 &t faeiRa adramst & fow $HA GaRT - 16.09.2025 T.TI.
g8t GH-aTH & o-Hel & T9T FI BY EMAIL - 16.09.2025 A.N.
aifea
Receipt of question paper in examination
coordinator’s e-mail for the exams scheduled
on 17/09/2025
18/09/2025 I e TRa adrem3it & fow $H GaRT - 17.09.2025 U.TT.
g8t GH-aIH & o-Hel & T97 FI BY EMAIL - 17.09.2025 A.N.
oifea
Receipt of question paper in examination
coordinator’s e-mail for the exams scheduled
18/09/2025
19/09/2025 I AeTRa arem3it & fow $H GaRT - 18.09.2025 U.TT.
g8t GH-aIH & o-Hel & T97 FI BY EMAIL - 18.09.2025 A.N.
aifea
Receipt of question paper in examination
coordinator’s e-mail for the exams scheduled
on 19/09/2025
Tl qoT JeToreiehl & AT 3R GREcehv 30.09.2025
gred e S A Ay
Last date for receipt of answer booklets with
all the completed annexures
*01/08/2025 & dTG YIed sATHIR 9N TIOR8 fahar Suam|
*NOMINATIONS RECEIVED AFTER 01/08/2025 WOULD NOT BE CONSIDERED.
2. et T HREH FEAeEr ¢
The Schedule for the examination is as under:
qw fawr 3afer arg qH T
Paper Subject Duration | Date Time GG
Pass
Mark
Ui | AT ek FIT 3T 3 g 17/09/2025 10.00 hrs. to | 50/100
) a
Paper | gfard (qeaet & 3hours | JHAN 13.00 hrs.
po]
WEDNESDAY

1Y)

CUSTOMS LAW AND

PROCEDURES (WITH

BOOKS)

1/3080752/2025
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Uy 11 GOODS & SERVICES | 3 g¢ 17/09/2025 14.00 hrs. to | 50/100
Paper 11 TAX LAW AND 3 hours CGEIRY 17.00hrs.

PROCEDURES (WITH WEDNESDAY

BOOKS)
Uy 111 COMPUTER 3°e 18/09/2025 10.00 hrs. to | 50/100
Paper III APPLICATION AND 3 hours TEAR 13.00 hrs.

USE OF INTERNET THURSDAY

(THEORY AND

PRACTICAL)
U IV ADMINISTRATION 39 18/09/2025 14.00 hrs. to | 50/100
Paper IV (WITH BOOK 3 hours Ied 17.00hrs.

EXCEPT FOR THURSDAY

CONDUCT RULES)
JuT VvV ECONOMIC AND 3ge 19/09/2025 10.00 hrs. to | 50/100
Paper V COMMERCIAL 3 hours SEIN 13.00 hrs.

GEOGRAPHY AND FRIDAY

GENERAL

KNOWELDGE

(WITHOUT BOOKS)
9y VI HINDI 3ge 19/09/2025 14.00 hrs. to | 50/100
Paper VI 3 hours RshdlX 17.00hrs.

FRIDAY

IR 3feaf@a wdt & way # Rega wegwa & fav, sy Reamha oder (&
Y, HA 3culg Yooh, AT Yoo AR ARFICFH) Fga, 2024, fe=Aih
18.12.2024 (Jv6 79 & 81) & (Wfd HelasT}

For detailed syllabus in r/o papers mentioned above, please refer to the
Departmental Examination (Central Tax, Central Excise, Customs, and
Narcotics) Rules, 2024, dated 18.12.2024 (pages 79 to 81) {Copy enclosed}

3. fuiRa fafat w 3od el geleafa adem 3o #te 7 cgaedr #& & fav
Hefaa Ft 3maes Ay fu Smv| §6fad $sv Aoy witeor (@) §a r arv
feem-Eelt & 3TER 9UR-111 Fege Teelidhee R $exeic & 39T IS S
Necessary instructions may be given to the concerned to make arrangements to
conduct the said Departmental Promotion Examination on the scheduled dates. The

Cadre Controlling Authority (CCA) concerned, shall conduct the Paper - III
Computer Applications and Use of Internet as per the guidelines below:

HTYE TCellehlel H Hetriiclen qdaT 18/09/25 i geg 10.00 g & 11.30 &
d& ST $r sreel| saragie altam e ¢ 3R 30 fAde & 3afa & faw
gl, I Aewifas wdem & i ae 3@ AR aeh 18/09/25 & gag 11.30
g ¥ 13.00 sof Tl

The theory examination in Computer Application will be conducted from
10.00 hrs. to 11.30 hrs. on 18/09/25. The practical examination is for one
hour and 30 minutes duration i.e., from 11.30 hrs. to 13.00 hrs. on the same
datei.e., 18/09/25 immediately after the completion of theory examination.

1/3080752/2025
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HRHAA 100 37T H @, TRAITE q@aT & 50 3k glor| AR
deuifder N IR qem A eEr-37elT #geTadd 25 37 Wied it
gl

Out of the maximum marks of 100, the practical examination carries 50

marks. Candidates are required to score a minimum of 25 marks in theory
and practical separately.

S FRTCT A ST YeATT o INUR R He & IgeFcrordil/@eemerat # "wse
IR (Tferehe 3T 3T JfaRerd 3Mgerc/ TgeFd ITGFcl/3T
INGF/HEIS AP HI qar@ & grafaes giem TS 1 o Fec B
IGFATT o X Tl AT TANSH & v 91w iftepRat ar Rees e
¥ faw arv Rt i wgraar o o1 wadr §, Sl o Ig 3uesy gl
WA adel & Fars Ferele & v gdied dogey, few i sueey #w
& foIT e TR R IMaRIS FeHA 38T o Hehod &

The Practical examination may be conducted at the respective

Commissionerates / Directorates on the basis of the question paper issued
from this office under the supervision of the "Nodal Officer (authorized
officer)" ie. Additional Commissioner/ Joint Commissioner/ Dy.
Commissioner/ Assistant Commissioner. Assistance of the Computer Cell
of the Commissionerate or the officers drawn from NIC or the officers
drawn from the Directorate of Systems may be taken, wherever the same is
available. Necessary steps may be taken at the Commissionerate level to
provide enough computers, printers etc. for smooth conduct of the practical
test.

HegeT qlel qU gl & dlg, Hidesdhol GUET & YH HT Hediched Heftid
ATl qarT g st fRwREl qarr wAewd & & R s § 3k
QT T 37 A g Tl FR fEaw W AT IS
examnacin.cochin@gov.in W éﬂﬂ CaRT gd FATIT FT & ST W
LI IR FEfAd 3T QR 3R dfdeshor aliel & Fedifhd 3w
QREhTU 37w ure fasal & odietT 3ok qRehI3it & &A1Y NACIN, FHidiel &l
At et

After the completion of the Computer examination, the evaluation of the
Practical Examination paper has to be carried out at the Commissionerate
itself by the officer/s designated for the same by the respective
Commissionerate and the marks awarded shall be intimated to this office
by e mail in Mail ID : examnacin.cochin@gov.in on the very next
working day. The answer sheets pertaining to the Computer Theory Paper
and evaluated answer sheets of the practical examination shall be sent to
NACIN, Cochin along with the examination answer sheets of other five
subjects.

Jddh HGFdlerd Th W& gH-aTh '?-Igcrd HEM, ST eI Y & Ug ¥ A @ r

el g1 3R T fAleTeh, St IeuId AR gl huar fuiRa fafat @wosEd

1/3080752/2025
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faamhy weleatfa qliet 3T a3 & T 3raeges aaedr wiel g gdel qHeadsh
HI e AT oU SU| Jedsh IgFciord # AAT GeT HHeadsh Jg Fiatedd B
foh et fasuer 3R gresdt alih & AT &1 Se| e & Hurelel & R & faegd
fader srfemas-1 & fGw aw g1 "adien & fov e dewa §, S 3w sfgEen &1 v
3=t 3T B

Each Commissionerate shall appoint an Examination Coordinator, who shall be not
below the rank of an Assistant Commissioner and an Invigilator, who shall be a
gazetted officer. Necessary instructions may kindly be given to the Examination
Coordinator to make necessary arrangements to conduct the said Departmental
Promotion Examination on the scheduled dates. Examination Coordinator
nominated in each Commissionerate shall ensure that the examination is conducted
in a fair and transparent manner. Detailed instructions on the conduct of
examination are given at Annexure-I. “Instructions for Examination” are enclosed,
which is an integral part of this notification.

5. Ul HgFdIerd 3efedeieh-11 # AuiRa 9q & worder 3R qEue # A 3R
9Tl & folw 3-1?:[{)[?1 SHA 333 examnacin.cochin@gov.in TR AR ITg Hﬂmif
01/08/2025 T NACIN, HIHId d% HaR¥ 9gd ST =ifge] feiRa fafy & arg
3feaild Fel 33T W UIed o gled aTel sl R faar =18t farar smeem|
Each Commissionerate shall send the nominations and request for question papers in
the proforma prescribed at Annexure-II in Excel as well as PDF to email ID:
examnacin.cochin@gov.in. This request must reach NACIN, Cochin latest by
01/08/2025 . Nominations not received in the mail ID mentioned / received after the
due date would not be entertained.

6. HATIGiFc/ROT 3MUR TR HIH F dTel 3FHACaR S G # doa & v ue 3R gege
¢, 3¢ 3o Hol YFATT § AHIThd AT S| HsT AT e IgFcd/3mgFd |
3R ¢ & 3 A Aold THT 0 U ARG A AT w, S e
fAgemrerat/dareat # wfafagied w &, afe IS gl W@ AAThat Hhsy AIGToT FriReor A
“IATIRT FHATIT 937 & AT A S Thd g, IE IFAGOR o 39e QT & ¥UT W
Reyd mgeFarery 7 9diem & 1 gfafafae o g

Candidates working on Deputation / Loan basis who are eligible and willing to

appear for the examination, shall be nominated from their Parent
Commissionerate. The Cadre Controlling Principal Commissioner / Commissioner
are requested to include such eligible officers, who are on deputation with other
Directorates / Organizations, if any, while forwarding the nominations. Such
nominations may be sent along with “No Objection Certificate” from the Cadre
Control Authority in case the candidate has represented to take up the exam in the
Commissionerate located at his/her place of posting.

7. GOET & YT grHas ¥ AT NEUh gey H Glel FHeadsh P WIeT & Uh o
UE S-AA & ATEIH § A SCI| NN Wieled H AHGS FEAT T8 qE gl F 30
fAete ugel 3rflsa ISR & Ad 3 IR BT W gl far s
The question papers for the examination would be sent in password protected PDF
format to the Examination Coordinator through e-mail, on the previous day of the
respective examination. Password for opening the PDF will be communicated to the
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authorized officer’s mail ID and over phone, 30 minutes before the commencement
of the respective examination.

. 3ufefd g I QRARBIT & AU Holdel Hieh NACIN Hidlel HI &Sl S ARy

Attendance sheet should be attached along with answer papers and sent to NACIN
Cochin.

. 3FAEaRT Y 9dr IR, 2024 & gREASE T F FHFst-ar gdeT [Fawor 7 sfeaf@a g

HRRIRET & 3T TF HT S| 37 GO A, FSHR, 2024 F TEd ToTHA 3N
et gfhar & w7 el 13.02.2025 & UH.H. A.34011/05/2017-Ad.111A H
TISERIOT O N AR o FuAT e AN fhar srar § (wfafafy dereer)| Ssh
TATHINETA & A&t & HTaR, S8 HATOT GaRT Shael T ARSI Hel T ishar
O et geat o Fuse fhar STwen| 3RETor Afd, 3T 3, GleT # S @ arddr
3R aRRomaAt fr aivor 3nfe & AT geAT A TATHINSTS F TefHd Aar fohar o
vl &, FiTh I AU T Hst =01 wifteoa e e & a4 g 56
o # Tl off e w faar =gl fahar Srwem)

Eligibility of the candidates shall be decided in line with the eligible Officers
mentioned in the Cadre-wise Examination Details of Appendix A of the DER,
2024. In this regard, kind attention is also invited to the Clarification letter in F.No.
A.34011/05/2017-Ad.IITIA dated 13.02.2025 regarding the syllabus and Examination
process under DER, 2024 (copy enclosed). As per DG NACIN'’s instructions, only
queries relating to the process of conducting the examination will be clarified by this
office. The queries regarding reservation policy, pass marks, eligibility to sit in the
examination and declaration of results etc. may not be referred to NACIN, as these
decisions rest with the respective Cadre Controlling Authority/Jurisdictional
Commissionerates. Any reference in this regard shall not be entertained.

NACIN 3#HIGART GaRT 9red 3l &1 SATAHNT Fael cca & &Il #dl gAT 3k
HATIT/ANS @R FAI-GAG W o] Adel, afe w18 &, & eew aRomA, sEggfRd
aifdr, segafEa Saenta 3R 37T fosr @ & 3rfieant & o] gl arell g Jaid Hid
gU, cca AT cea gl faftaa iftsa el 3 Frife garr R+l & fav sa
FfTord & R #d g 9f¥a fRar sreem|
NACIN would convey the marks obtained by the candidates only to the CCAs.
Result in consonance with the Recruitment Rules and the instructions in force, if any,
by the Ministry / Board from time to time, granting relaxations to the SC, ST and
OBC candidates as may be applicable, shall be declared by the CCA or any other
office duly authorized by CCA under intimation to this office for record.

FUAT 58 TG & TgoT REATH W EU 7T TgHASd UE W Hgl #AoR | 39h
refieT fafdeer glie dhel & doer & fonell o He & AFS A, 38 4 @iq e,
e T (qfet) & dud Ae: 94472 10203 A1 A AR fawer Hefdear,
e PR (eT), AT, i, TUh #a% 9894352526, SHW 3T
examnacin.cochin@gov.in @ dcehlel €Tl H A ST arfe 3Tadsw EFI'&E'I%’ ?:RFT Fr
ST Fehl
A close watch may please be kept on the TIMELINE CHART given in the first para
of this notification. In case of any issues in respect of various examination centres

1/3080752/2025
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under your charge, the same may be brought to the immediate notice of SHRI.
SABU PHILIP, ASSISTANT DIRECTOR (EXAMINATIONS) at Contact No.: 94472
10203 or SMT. MAYA CHINNA KURUVILLA, ADMINISTRATIVE OFFICER
(EXAMINATIONS), NACIN, COCHIN, Contact No. 9894352526, email ID :
examnacin.cochin@gov.in so that action needed can be taken immediately.

TATHIIETA JSEITS, Hrdlel, TATHIETA TAEHGH & AT T EYOT oam ar
forell sragedt o fonell g ar el & wog 1 el A g T H SR FHAS I@ar
¢, e Tg ram S § R Jreifa aerat r gher fhar I Or Ar qAeT e A oA
&r 1S o
NACIN ZTI, Cochin, on directions of NACIN Palasamudram reserves the right to
cancel the whole examination or the examination of a Candidate or that of a Centre
or of a cluster of centers, if it is found that unfair means were used or allowed to be
used.

Iz sfagaer AfdeT 3R A & 3 @ & e dewse W dve faRar o B
This notification is being posted on NACIN and CBIC official website.

&/ Yours faithfully

Digitally signed by
RAJESWARI R NAIR
BT SR 3 HRajrpvwayDR. Nair
Y fABerBPAitional Director

1. To19= O SI$3R, 2024 featieh 18.12.2024
2. 91 & TUSEIHIUT 9T UH.H, T.34011/05/2017-Vs.1IIA featish 13.02.2025
3. Tefeideteh-1 - GNET o forw fader

4. JTTrIeTeh-11 — &I TR & foIT SIwTAT

5. 3fefeideteh-I11 - TR GIEThT & Tgel cfiel Yol T NHIAT T oA o Mider &

6. JTeToraeTen-1V - 3T RETI3T T Aol I AT Hrdarg! & e diwra
7. 3ifeldelh V - 3URRITA Toh

8. ToldaT fohU FTeY aTel S&aTdall &I dehiolEe

Enclosed:

PN TR R

Gazette Notification- DER, 2024 dated 18.12.2024

Board’s Clarification letter F.No. A.34011/05/2017-Ad.IITIA dated 13.02.2025
Annexure - I - Instructions for Examinations

Annexure - II - Proforma for Nominations

Annexure - III - Proforma for the first three pages of the Answer booklet with sample
Annexure -IV - Proforma for the proceedings while sealing the answer booklets
Annexure V - Attendance Sheet

Checklist of documents to be enclosed

Note: In case of any discrepancy between the Hindi and English versions, the English
version shall prevail

1/3080752/2025



ANNEXURE-I
INSTRUCTIONS FOR EXAMINATION

1. INSTRUCTIONS FOR THE COMMISSIONERATES CONDUCTING EXAMINATION

1.1 The Pr. Commissioner / Commissioner shall nominate an EXAMINATION
COORDINATOR not below the grade of Assistant Commissioner, who will be authorized
to function as the overall in-charge for conduct of said examination and he / she shall be
responsible to conduct the examination in a free and fair manner and maintain secrecy
thereof.

1.2 The eligibility of the candidates shall be ascertained by the Cadre Controlling Authority
(CCA) and any clarification other than conducting the examination shall not be entertained
by this office. Any correspondence on the process / conduct of examination may be made
with SHRI. SABU PHILIP, ASSISTANT DIRECTOR (EXAMINATIONS) at Contact No.:
94472 10203 or SMT. MAYA CHINNA KURUVILLA, ADMINISTRATIVE OFFICER
(EXAMINATIONS), NACIN, COCHIN, Contact No. 9894352526,email ID:
examnacin.cochin@gov.in

1.3 The Timeline Chart given in the first para of the Notification shall be referred and
strictly adhered to ensure smooth conduct of examination.

2 INSTRUCTIONS FOR THE EXAMINATION COORDINATOR

2.1 The candidates shall be assigned Roll No. at the formation level. The same shall be
mentioned in Annexure-II while furnishing the details about the nominated candidates. The
roll number should be created serially in the following format:

XXX/YYY/Sep2025
XXX YYY Sep2025
First three letters of the Serialwise roll number from | The month/ year of conduct
Commissionerate conducting 1 of examination - Shall
the examination remain the same

Eg. (For Cochin Commissionerate): COC/01/Sep2025

2.2 The answer booklets shall be serially numbered and shall contain not less than ten (10)
sheets (ruled / unruled) in the full scape legal size paper in Portrait mode only (not in
landscape mode). The proforma for the first three pages of the Answer Booklet are given
in Annexure III.

2.3 The soft copy of the Annexure III format is attached as pdf document along with this
notification. The Annexure III format sent along shall be printed out as it is and be




attached with the answer booklet. No other format of Annexure III shall be used. Each
page of the answer booklet should contain space to mention Roll No. assigned by
Commissionerates/ Directorates and Page No.

2.4 The question paper would be sent to the Examination Coordinator’s gov mail ID on the
said dates as mentioned in the TIMELINE CHART. The Examination Coordinator shall
acknowledge the receipt of question papers to NACIN, Cochin in the mail ID
examnacin.cochin@gov.in

2.5 The question paper received shall be downloaded and handed over to the invigilator 30
minutes prior to commencement of the Examination, to enable him/her to take sufficient
copies of the Question paper.

2.6 The examination work requires an Invigilator to ensure the correctness of the Roll
Numbers written by the candidates, to make the seating arrangements for the candidates,
supply of standard stationery like answer sheets and the question papers as many as
required. The Head of the office / Examination Coordinator is required to nominate an
Invigilator to conduct the exam smoothly and if needed the required number of photocopies
of question papers shall be done secretly under his/her personal supervision.

2.7 On receipt of the answer booklets of each paper (One to Six depending on the
nominations sent) from the Invigilator, the same are to be sealed properly along with the
required Annexures and kept in a locked cupboard till the completion of all the papers.
After completion of all the papers, the sealed envelopes are to be placed in a single bigger
cloth envelope and sealed properly. The sealed bigger envelope containing the six smaller
sealed envelopes of the answer papers, may be addressed to Assistant Director
(Examinations) and sent to NACIN, Cochin immediately, by Speed Post. The answer
bundles may be addressed to:

The Exam Cell,

O/o the ADG, NACIN Cochin,
3rdFloor, MT Plaza,
Kaloor-Kadavanthra Road,
Cochin - 682 017

(Mob: 9447210203)

2.8 While sealing the answer booklet covers, detailed proceedings during sealing of
answer booklets shall be drawn at the examination centre and shall be jointly signed by
the Examination Coordinator and the Invigilator. The instructions for the sealing of
Answer Booklets and the Proforma for the proceedings while sealing the answer booklets
is enclosed as Annexure-IV with this notification

3. INSTRUCTIONS FOR THE INVIGILATOR / EXAMINATION COORDINATOR

3.1 The Invigilator / Examination Coordinator should check the details written by the
candidate on the First page of the Annexure III and fill the Third Page of the Annexure III.
The invigilator has to ensure that the candidates write the Roll Nos assigned by



Commissionerates/Directorates in the first page of the Annexure III and on all the pages of
the answer booklet. On verification of all the details, the invigilator and the Examination
Coordinator should sign in first page and third page of Annexure III. The Invigilator /
Examination Coordinator need not affix name / Commissionerate stamp in any of the
written pages of the answer booklet and is required to only sign in each page of the answer
booklet.

3.2 The Invigilator shall maintain confidentiality, impartiality and discipline in conducting
the examination and ensure that no unfair means or cheating happens in and around the
examination centre which can give some extra advantage to somebody and thus be
prejudicial to others. The whole exercise shall be designed and conducted to do justice to the
deserving only.

3.3 The Invigilator shall instruct the candidates not to write his / her name or use any sign /
symbol etc. in the answer sheets which may hint the identification of the candidates in any
way. They shall also be instructed that any indulgence of unfair means like copying from
unauthorized sources or discussing answers with persons inside or outside the examination
hall or any behaviour of the candidates that may be considered to be cheating by the
Invigilator / NACIN, shall render their examination as null and void.

3.4 Using/carrying of mobile phone or any such electronic gadgets in or around the
examination hall by the candidates should be strictly prohibited during the conduct of
examination.

3.5 The Invigilator shall not allow the candidates under any circumstances to go out of the
hall in the first thirty minutes even on completion/ submission of the paper and only one
person at a time may be allowed to go out under reasonable plea after the first 30 minutes
during the examination period.

3.6 On completion of each day’s examination, the invigilator should ensure that the answer
booklets shall contain Page No. and Roll No., and that Annexure III is duly filled. The
answer booklets are then arranged serially according to the Roll No(s) and handed over to
the Examination Coordinator.

3.7 The answer booklets are then sealed and kept safely in a locked cupboard by the
Examination Coordinator till the completion of all the papers for further despatch to
NACIN, Cochin.

LR e



ANNEXURE -1I

PROFORMA FOR NOMINATION OF CANDIDATES, DETAILS OF EXAM

COORDINATOR AND REQUEST FOR SUPPLY OF QUESTION PAPER

Name & mail ID of the Cadre Name
Controlling Zone e-mail
Official mail ID of the Commissionerate/
Directorate conducting the examination | Name
5 (Any correspondence related to
departmental Examination shall be sent
only from the Mail ID mentioned) e-mail
3 Name and address of the Centre of
Examination
5 Office Phone No.
. . Name
Name, Govt. mail ID & Mobile number
of the Examination Coordinator who Gov Mail
6 would be responsible for the conduct of | ID
exam and to whose mail ID, the question
papers in PDF format are to be sent Whatsapp
number

7. Details of the candidates taking examination at the centre - paper wise and subject

wise (in excel format and printed/signed form)

DoB Roll

Name | Designation (dd/mm/yy) | Number

Papers Applied for (Y/N)

Paper | Paper | Paper | Paper | Paper | Paper
I I I v \% VI

Total number of candidates writing each paper

Signature of the Examination Coordinator
Name:
Designation:




ANNEXURE-III
PROFORMA FOR THE FIRST PAGE OF ANSWER BOOKLET

FIRST PAGE OF THE ANSWER BOOKLET
(TO BE FILLED IN BY THE CANDIDATE)

Name of the Examination

Name of the Commissionerate

Name of the Cadre Controlling Zone

Name of the Exam Centre along with
office seal

Roll No. allotted by
Commissionerates/Directorates

Date & time of Examination

Name of the Paper / Subject

No. of pages written

a) No. of Blank pages
b) Page numbers of blank pages

No. of additional sheets used

Signature of the Candidate

Declaration by the Invigilator & the Examination Coordinator:
We hereby declare that we have thoroughly verified all the above details and
confirm that all the details are correct and complete.

Signature of the Invigilator with name
and designation

Signature of the Examination
Coordinator with name and designation




SAMPLE FOR ANNEXURE Il

ANNEXURE-III

PROFORMA FOR THE FIRST PAGE OF ANSWER BOOKLET

FIRST PAGE OF THE ANSWER BOOKLET

(TO BE FILLED IN BY THE CANDIDATE)

Name of the Examination

Promotion Examination of Tax Assistant of Central
Tax, Central Excise and Customs to the grade of
Executive Assistant - September 2025

Name of the Commissionerate

Cochin Commissionerate

Name of the Cadre Controlling
Zone

CCA, Thiruvananthapuram Zone

Name of the Exam Centre along
with office seal

Hgqrs, CR Building, IS Press Road, Cochin

Roll No. allotted by
Commissionerates/Directorates

COC/01/Sep2025

Date & time of Examination

17/09/2025 & 10:00 - 13:00 hrs

Name of the Paper / Subject

Paper I - Customs Law & Procedures (with books)

No. of pages written 10 (1-10)
a) No. of Blank pages 07

b) Page numbers of blank pages 11-17
No. of additional sheets used 0

Signature of the Candidate

Declaration by the Invigilator & the Examination Coordinator:
We hereby declare that we have thoroughly verified all the above details and confirm that
all the details are correct and complete.

Signature of the Invigilator with
name and designation

Signature of the Examination
Coordinator with name and
designation




10.

SECOND PAGE OF THE ANSWER BOOKLET

READ THE INSTRUCTIONS CAREFULLY

Candidates should fill in all the details on the first page of the Annexure IIL
Name of the candidate should not be written in any page of the answer
booklet.

Candidate  should write only the Roll No. assigned by
Commissionerates/Directorates mandatorily on the first page of the answer
booklet and on all pages of the answer booklet.

The Invigilator and the Examination Coordinator should check the details
filled in by the candidates in the first page of the Answer Booklet and sign
along with Name and Designation in the space provided on the first and
third page of the Answer booklet. Third page of the Answer Booklet should
be filled in by the Invigilator after verifying the details filled in by the
candidates in the first page of the Answer Booklet.

The Invigilator should only sign along with date in all the pages of the
answer booklet and in the additional sheets used by the candidates and not
to affix the name and designation stamp in any of the written pages.
Commissionerate’s seal should be affixed only on the first page of the
answer booklet in the space provided.

Candidates should write the Question Nos. correctly. Marks would not be
awarded if the question number is wrongly mentioned.

Candidates should write Page No. on all the pages and mention the total No.
of pages written and total No. of blank pages along with the page numbers
in the space provided on the first page of the answer booklet.

Candidates should not indulge in unfair means during the examination.
Use of Mobile phones or any electronic medium during the examination is
strictly prohibited.

Writing of answers to the questions using Al tools is strictly prohibited and
would lead to disqualification of the answer sheet.



THIRD PAGE OF THE ANSWER BOOKLET

(TO BE FILLED IN BY THE INVIGILATOR)

Name of the Examination

Roll No. allotted by
Commissionerates/Directorates

Date & Time of Examination

Name of the Paper / Subject

No. of pages written

a) No. of Blank pages
b) Page numbers of blank pages

No. of Additional sheets used

Declaration by the Invigilator & the Examination Coordinator:
We hereby declare that we have thoroughly verified all the above details and confirm that
all the details are correct and complete.

Signature of the Invigilator with
name & designation

Signature of the Examination
Coordinator with name and

designation
(FOR OFFICE USE ONLY)
MARKS AWARDED (Please assign marks in the correct cell)
PART QUESTION NO

NO- 1@ @ |G @ [G [©® [ |G [©® [@10) |©O"

II

II

v

VI

GRAND TOTAL

SIGNATURE OF THE EVALUATOR WITH NAME STAMP




SAMPLE THIRD PAGE

THIRD PAGE OF THE ANSWER BOOKLET

(TO BE FILLED IN BY THE INVIGILATOR)

Name of the Examination

Promotion Examination of Tax Assistant of
Central Tax, Central Excise and Customs to the
grade of Executive Assistant - September 2025

Roll No. allotted by
Commissionerates/Directorates

COC/01/Sep2025

Date & Time of Examination

17/09/2025 & 10:00 - 13:00 hrs

Name of the Paper / Subject

Paper I - Customs Law & Procedures (with books)

No. of pages written 10 (1-10)
a) No. of Blank pages 07

b) Page numbers of blank pages 11-17
No. of Additional sheets used 0

Declaration by the Invigilator & the Examination Coordinator:
We hereby declare that we have thoroughly verified all the above details and confirm that
all the details are correct and complete.

Signature of the Invigilator with
name & designation

Signature of the Examination
Coordinator with name and

designation
(FOR OFFICE USE ONLY)
MARKS AWARDED (Please assign marks in the correct cell)
PART QUESTION NO
NO. 1) |@ [ [(@ [6G) [(6) | B [(9 |10 TOTAL
I
11
111
v
Vv
VI
GRAND TOTAL

SIGNATURE OF THE EVALUATOR WITH NAME STAMP




ANNEXURE -IV
PROFORMA FOR THE PROCEEDINGS WHILE SEALING ANSWER
BOOKLETS

Details of the Examination:

1 Name of the Examination

2 | Name of the Commissionerate

3 | Name of the Cadre Controlling
Zone

4 | Name of the Exam Centre

5 | Name of the Paper/Subject

6 | Date & Time of Exam
Present

7 | Number of candidates
Absent

8 | Number of answer booklets

collected and sealed
9 | Date and Time of sealing
Details of Answer Booklets sealed:
S.No Name of Roll No assigned by No of No of No of
the Commissionerates/Directorates | written Blank additional
Candidate Pages Pages sheets

(Along (Along used
with the | with the
range of | range of
written blank

pages) pages)

Declaration:
We hereby declare that we have thoroughly verified all the above details and
confirm that all the details are correct and complete.

Signature of the Invigilator Signature of the Examination Coordinator

(along with the name & designation) (along with the name & designation)




ANNEXURE -V

PROFORMA FOR ATTENDANCE SHEET BE ENCLOSED WHILE

SEALING ANSWER BOOKLETS

Name of the
paper

Date and time of
Examination

SILNO

Name of the Roll No. assigned by Present/ Absent Signature

Candidate | Commissionerates/Directorates

Signature of the Invigilator

Signature of the Examination Coordinator

(along with the name & designation)

(along with the name & designation)




INSTRUCTIONS FOR SEALING OF ANSWER BOOKLETS

At the end of the exam, the Invigilator verifies that all the details are correctly
tilled in by the candidates in the first page of the Annexure III and fills the
third page of the Annexure III.

Invigilator and Examination Coordinator sign in the space provided in the
tirst and third page of the Annexure III

The invigilator collects all the answer booklets from the candidates and
counts the number of answer booklets against the attendance register.

The collected answer booklets are then serially arranged and handed over to
the Examination Coordinator.

The answer booklets are then placed in pre-labelled and numbered envelopes
and the envelopes are sealed in the presence of the Examination Coordinator
and the invigilator.

The sealing process is documented, with signatures from the Examination
Coordinator and the Invigilator to confirm the count and integrity of the
sealing process.

The signed proceedings report should be kept in the envelope along with the
Answer Booklets and the Attendance Sheet.

The sealed envelopes containing the Answer booklets (Annexure III),
Proceedings report (Annexure IV) and the Attendance Sheet (Annexure V)
are then kept safely in a locked cupboard till the completion of all the papers.

After completing all the papers, the sealed envelopes should be kept in a big
envelope along with the covering letter and sealed in the presence of the
Examination Coordinator and the invigilator.



CHECKLIST

The Commissionerates/Directorates have to forward the following to

NACIN Cochin ON OR BEFORE 01/08/2025

SI | Annexure Particulars
Nomination of candidates (In excel and
pdf format), and Exam Coordinator’s

1 | Annexure II details and Request for supply of

question paper to be sent to e-mail ID
examnacin.cochin@gov.in

The Commissionerates/Directorates have to forward the following to

NACIN Cochin AFTER the examinations (ON OR BEFORE 30/09/2025)

SI | Annexure Particulars
The answer paper booklet includes 20
pages, which should contain:
Answer booklet, the first three Pages I_.I Ik (Annexu.r  I1T) Conte'ul.ung
. . instructions to candidates and filling up
1| pages of which will be the Pages of particulars of candidates
1-3 of the Annexure III p
Pages 4-20: Space for writing answers
(additional answer sheets can also be
used)
> | Annexure IV Proceedings report (which is to be filled

after completion of each paper)

Annexure V

Attendance sheet




